UNITED STATES GENERAL ACCOUNTING OFFICE

REGIONAL OFFICE
2008 WASHINGTON BOULEVARD BUILDING
234 STATE STREET
DETROIT, MICHIGAN 48226

NOV 8 197

Captain R. 3. Bairc
Cors:anding Officer

Revy Finance Camtar

New Federal Office Building
Claveland, Ohio 44199

Dear Csptain Baard:

Your civilien payroll eystew provides prowpt esd proper pay-
ments to your personnal. This conclusion was drawn from our review
of selected payroll transections processed by the Mavy Finanece
Center during the year ended July 10, 1971,

The Couptroller Gemeral has emphasized that sgencies need
adequate ifitemal controls. Thase controls iaclude periodic
internal reviews of the payroll system. The wost receat reviews
by the Navy Accounting and Finance Center (1971) and your owm
intarnal review staff (1970) were sufficient to assure the system
works,

Sone jwprovements which could be xede im your payroll system
follow,

AFPOINTING EMPLOYERS
IN A RONPAY STATUS

Normally, the effective dste of a nev employes’s appointment
is the day he reports to work. For )7 eaployees, howeve:, we
found that the date used for sppofntment was the Jate they vere
hired rather than tha date they reported to work. These enployees
were hired in a leave-wvithout-pay stastus for varyiag periods of
time prior to reporting for work. As a result, they have langer
peviocds of time credited for leave, retivement and within-grede

purposes.

OFIYES —



Te preveat these fvaguitics, ve reasomend that ewpleyess net
be Mred ia a leave-withest-3ay statss prisr ts ruperiing t» werk.

Sane enpleyess werking non-vegular akifte ia the
Covmenications Divisien are EB? Eramch apparmmtiy
ave aot prepering attendsnce recards daily ar re-
qived (Bavy Fiasnea Owmter Inatmuction 12630.iIB).
These espleyees should sige in snd out . WHe
rocoumend they d» sa. Ue alss recemcend t super-
visere (nitial thess iise ind stiemdance vesonds
esch éday.

--Bafemeprd pavrel]l ceperds

Puyrell puached cards ars stoved im waiecked files

{n the Dutan Procecsing Tasucrel Bramch. Theee cavds
contaln parrell and peroemnel infomatiion. Accond-~
iagly, taay should ba safegusrded. Ve recomsasd they
be otered in Tockod fililes.

“@w N - -

Plesse woiify us of actions tsken ox our vscommendgtions. e

spprecigte the assistance amd covperation ~f your ataff during the
endit.

e sve seadiing copies of this letter te the Directer, Rawel
Ares Audit Serviee, Condan, New Jersey, and tha Commandor, Revy
Accouating and Fisance Conter, Washingtos, D.C.

Binserely ymrs,
€. H. Wooro

C. B, Meore
Regisngl Manager





